PHILIP MORRIS MANAGEMENT CORP. _ INTER-OFFICE MEMO 

120 PARK AVENUE, NEW YORK, N.Y. 10017-5592 


TO: Records Coordinators DATE: February 20, 1996 

and Department Heads. 

Philip Morris Companies Inc. 

Philip Morris Incorporated 
Philip Morris International 
Philip Morris Management Corp. 

FROM: William F. Lynch III \yr^ 

RE: Disposal Suspension Status Report - 1st Quarter 1996 


The Philip Morris Records Management Program provides us with a means 
for designating and maintaining records which must be retained indefinitely or 
until released from disposal suspension because they might be needed for an 
audit, investigation, court case or other specified reason. Records become 
subject of disposal suspension through two means: (1). the Appendix entitled 
Topics Subject to Disposal Suspension in the applicable Records 
Management Manual, and (2). Notices of Disposal Suspension. As Records 
Coordinators and Department Heads it is your responsibility to see that records 
are managed pursuant to the Records Management Policy. 

The Appendix entitled Topics Subject to Disposal Suspension in the 
applicable Records Management Manual provides a listing of records subject 
to disposal suspension. Although you must consult the Appendix within the 
applicable Records Management Manual for your company, a copy of the 
Appendix Topics Subject of Disposal Suspension for Philip Morris Incorporated 
is affixed as an example. Attached also for your reference is a suspension 
notice status report and copies of Notices of Disposal Suspension previously 
issued by the Legal Department that further describe records subject to disposal 
suspension. Records on disposal suspensipn must be preserved, without 
alteration or mutilation, indefinitely or until a release is issued. Remember that 
records are subject to disposal suspension regardless of their storage media or 
format. 

The Notices of Disposal Suspension contained within the 
Disposal Suspension Status Report have previously been issued 
by the Legal Department. 

Except for electronic records which must be preserved in orginal form 
pursuant to previously issued disposal notices dated April 6, 1994, April 21, 

1994, May 4, 1994, and July 28, 1994, electronic mail and other electronic 
records, if any, should be retained by printing and retaining a paper copy only, 
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in accordance with the usual retention practice for electronic records subject to 
each Records Management Manual’s Appendix entitled Topics Subject to 
Disposal Suspension. However, electronic records subject to disposal 
suspension that are incapable of being printed must continue to be maintained 
in electronic form. 

Please take special note that the April 6,1994, April 21,1994, May 4,1994, 
and July 28, 1994 Notices of Disposal Suspension were issued as a result of a 
document preservation order in the class action suit pending in Louisiana, 
Castano v. The American Tobacco Company, and that the Castano order has 
been adopted by courts in Minnesota and Mississippi. 

If there is any question about whether a record is subject to disposal 
suspension or regarding the appropriate means or media for retention, the 
record should be retained in its original media pending review by the Legal 
Department. 

Please retain a copy of this Disposal Suspension Status Report for your files 
and distribute this report to persons in the departments for which you have 
management or records management responsibility. If you have questions 
related to this report, please contact me (New York x4019) in the Legal 
Department. 


WFL/wfl 

Attachments 


cc: 


Adams, M. 

DeBardeleben, M. 

Reich, S. 

Adkins, C. 

Hargrave, J. 

Smith, 0. 

Beane, T. 

Harris, C. 

Wall, C. 

Bertelsen, R. 

Insley, G. 

Ward, J. 

Bennett, B. 

Keane, D. 

Werth, D. 

Bodine Congdon, M. 

Lindon, T. 

Whidden, R. 

Brass, H. 

Long, H. 

Worsham, J. 

Bryant, G. 

Mayall, J. 


Chaump, J. 

Moore, M 


Crawford, D. 

Mulderig, J. 


Cummings, L. 

Padoan, A. 


Davies, D. 

Poliak, L. 
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Attachment to February 20, 1996 Quarterly Disposal Suspension Status Report 


NOTICES OF RECORDS DISPOSAL SUSPENSION - STATUS 


DATE & DISTRIBUTION: SUBJECT: 


February 7, 1996 Cyrk, Inc. 

• PM International 


December 22, 1995 

• PM Companies Inc. 

• PM Incorporated 

• PM Management Corp. 

November 9, 1995 







PM Companies Inc. 

PM Incorporated 
PM International 
PM Management Corp. 


August 2, 1995 


Cyrk, Inc. 


Healthy Buildings Int. 


1995 Product Recall 


• PM Companies Inc. 

• PM Incorporated 

• PM Management Corp. 

June 28, 1995 Smoking & Health 

• PM Companies Inc. 

• PM Incorporated 

• PM Management Corp. 

June 15, 1995 1995 Product Recall 


• PM Companies Inc. 

• PM Incorporated 

• PM Management Corp. 

September 15, 1994 Healthy Buildings Int. 


• Distribution-Targeted 
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STATUS: 

Active 


Active 


Active 


Active 


Active 


Active 


Active 
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DATE & DISTRIBUTION: SUBJECT: 


STATUS: 


September 1, 1994 

• PM Companies Inc. 

• PM Incorporated 

• PM International 

• PM Management Corp. 

August 8,1994 

• Distribution-Targeted 
July 28, 1994 

• PM Companies Inc. 

• PM Incorporated 

• PM International 

• PM Management Corp. 

June 30. 1994 

• PM Companies Inc. 

• PM Incorporated 

• PM International 

• PM Management Corp. 

May 4,1994 

• PM Companies Inc. 

• PM Incorporated 

• PM International 

• PM Management Corp. 

April 21, 1994 

• PM Companies Inc. 

• PM Incorporated 

• PM International 

• PM Management Corp 

April 6, 1994 

• PM Companies Inc. 

• PM Incorporated 

• PM International 

• PM Management Corp. 


ABC 


Madison Square Garden 


Smoking & Health 


Smoking & Health 


Smoking & Health 


Smoking & Health 


Smoking & Health 
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Active 


Active 


Active 


Active 


Active 


Active 


Active 
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DATE & DISTRIBUTION: 

SUBJECT: 

STATUS: 

February 16, 1994 

Smoking & Health 

Active 

• Distribution-Targeted 

' 


February 15, 1994 

Smoking & Health 

Active 

• Distribution-Targeted 

February 7, 1994 

PM Industrial 

Active 

• Distribution-Targeted 

June 25, 1993 

Shareholder Action 

Active 

• Distribution-Targeted 

September 9, 1992 

Lighters 

Active 

• Distribution-Targeted 

July 27, 1992 

FTC Reports 

Active 

• Distribution-Targeted 

March 6,1992 

Smoking & Health 

Active 

• Distribution-Targeted 

March 2,1992 

Smoking & Health 

Active 

• Distribution-Targeted 

December 13, 1991 

Smoking & Health 

Active 

• Distribution-Targeted 

November 5,1991 

Smoking & Health 

Active 

• Distribution-Targeted 

July 18, 1991 

Smoking & Health 

Active 


• Distribution-Targeted 
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DATE & DISTRIBUTION: SUBJECT: 


STATUS: 


March 19, 1991 

Smoking & Health 

Active 

• Distribution-Targeted 

' 


March 6,1991 

Smoking & Health 

Active 

• Distribution-Targeted 
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Attachment to February 20, 1996 Quarterly Disposal Suspension Status Report 

APPENDIX A 

TOPICS SUBJECT TO DISPOSAL SUSPENSION 


The following guidelines will assist you in determining whether a record is subject to 
Disposal Suspension in connection with litigation related to smoking and health, environmental 
tobacco smoke ("ETS"), or cigarette related fires. The normal record retention schedules apply 
to records that do not come within these guidelines. If there is any question about whether the 
contents of a record might pertain to such litigation, the record should be retained, pending 
consideration of the Legal Department. Records should be retained if they relate to: 

1. The alleged relationship between tobacco use, including ETS, and any disease. 

2. The formation, purposes and activities relating to smoking and health of Philip Morris 
laboratories or research facilities. 

3. Research, whether conducted or sponsored by Philip Morris or others, regarding 

(a) smoke or ETS constituents 

(b) smoke or ETS modification (filter efficiency, tobacco substitutes, filler changes, 
etc.) 

(c) additives and ingredients 

(d) pesticides 

(e) delivery of tar, nicotine and other smoke components 

(f) biological testing 

(g) leaf analysis 

(h) human smoking behavior 

(i) benefits of smoking 

0 self-extinguishing or low ignition propensity cigarettes 

(k) ETS, e.g., passive inhalation and indoor air quality. 

4. Formulas for cigarette fillers, recipes for tobacco blends and filter composition. 

5. Cigarette manufacturing processes and quality control procedures which relate to smoking 
and health, "ETS or ignition propensity. 


-—- ? 
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'Records Management Manual 


6. Product evaluation or modification dealing with the composition of cigarette smoke or 
ETS. 

7. Pesticides used on or around tobacco, including those used in storage or manufacturing 
facilities. 

8. Marketing plans and strategies relating to cigarettes including advertising and promotion. 

9. Consumer expectations or beliefs concerning smoking and health or ETS and reasons for 
consumer purchases of cigarettes. 

10. Warnings to consumers and others concerning the alleged health risks of smoking, 
exposure to ETS, or cigarette related fires. 

11. Communications with federal, state or local legislatures, agencies or other governmental 
or regulatory bodies on the issue of smoking and health, exposure to ETS or ignition 
propensity by Philip Morris or others. 

12. Participation by Philip Morris or other tobacco companies in trade associations and 
research organirations dealing vnth smoking and health, FTS or low ignition propensity 
cigarettes. 

13. Company or industry compliance with smoking and health, ETS or low ignition 
propensity cigarette related requirements of legislative bodies or regulatory agencies. 

14. A library or other collection of smoking and health, ETS or low ignition propensity 
cigarette information and indices, card catalogs and literature searches relating to 
smoking and health, ETS or low ignition propensity cigarettes. 

15. Public statements such as speeches concerning smoking and health, ETS or cigarette 
related fires made by or on behalf of Philip Morris. 

16. Policies or practices concerning the dissemination or publication of smoking and health, • 
ETS or "cigarette fire safety" information. 

17. Conferences, meetings, or symposia concerning smoking and health, ETS or ignition 
propensity issues. 


ISSUED: 10/89 
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PHILIP MORRIS MANAGEMENT CORP. _ INTER-OFFICE MEMO 

120 PARK AVENUE, NEW YORK, N.Y. 10017-5592 


TO: Distribution DATE: February 7, 1996 

Philip Morris International 

FROM: William F. Lynch III 

RE: Records Disposal Suspension Notice 


As employees, it is your responsibility to see that all records are managed 
pursuant to the Records Management Policy. 

Requests for certain records, some of which are already subject to disposal 
suspension under the applicable Philip Morris Records Management Manual, 
were recently served. This notice will serve to place the records described in 
the attachment to this memorandum under disposal suspension, and extends to 
all such records whatever their media. Except for electronic records which must 
be preserved in original form pursuant to previously issued disposal 
suspension notices dated April 6, 1994, April 21, 1994, May 4, 1994 and July 
28, 1994, electronic mail and other electronic records, if any, should be retained 
by printing and retaining a paper copy only, in accordance with the usual 
retention practice for electronic records subject to each Records Management 
Manual’s Appendix entitled Topics Subject to Disposal Suspension. However, 
electronic records subject to disposal suspension that are incapable of being 
printed must continue to be maintained in electronic form. 

Records already subject to disposal suspension are listed in the Appendix 
entitled Topics Subject to Disposal Suspension in the applicable Records 
Management Manual and in prior records disposal suspension notices. Prior 
disposal suspension notices and the Appendix entitled Topics Subject to 
Disposal Suspension in the applicable Records Management Manual remain 
in effect without change. 

If there is any question about whether a record is subject to disposal 
suspension or regarding the appropriate means or media for retention, the 
record should be retained in its original media pending review by the Legal 
Department. 

Please retain a copy of this disposal suspension notice for your files and, as 
always, distribute this records disposal suspension notice to persons in your 
department and to those who would have affected records. If anyone receiving 
this disposal suspension notice has any questions, please contact, me 
(New York ext. 4019) in the Legal Department. 


Code: 1996 • 001 - 003 - L 
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February 7, 1996 
Page Two 

WFL/wfl 


cc: 

M. Adams 

C. Adkins 

R. Bertelsen 

B. Bennett 

G. Bryant 
M. Bodine 

H. Brass 

L. Cummings 

D. Davies 

M. DeBardeleben 

J. Hargrave 

C. Harris 


Distribution: 

J. Aulestia 
M. Bueno 

A. Daw 

F. Del Rio 

D. Diao 

K. Fendrich 

S. Gagliardome 
M. Gonzalez 
D. Goodman 
S. Gutierrez 
P. Henriques 
Y. Hirahara 

H. Kido 

I. Leal. 


Code: 1996 - 001 - 003 - 


G. Insiey 
D. Keane 
T. Lindon 
J. Mayall 
J. Mulderig 
V. Murphy 
L. Poliak 
0. Smith 
C. Wall 
J. Ward 
R. Whidden 
J. Worsham 


A. Lombardet 
S. Marguerat 
W. C. Martens 

A. Modolin 

S. Murcia 

J. Puissant 

C. Rosenberger 
P. Schmidt 

B. Scotti 

L. Suwama 

C. Tai 

K. Villalona 

T. Wade 
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Attachment to February 7, 1996 Disposal Suspension Notice 


All records for the period after January 1,1993 that relate to the subjects 
described below are covered by this disposal suspension: 


1. Cyrk, Inc., or any of its predecessors, successors, subsidiaries, divisions, 
affiliates, joint ventures, partnerships, officers, directors, employees, or 
agents, including but not limited to attorneys and accountants, Patrick Brady, 
Gregory Shlopak, Joseph Bartlett, Michael Hsieh, Li & Fung, Ltd., Li Fung 
(B.V.I.) Limited, LF International, Inc., and Montgomery Securities. 


2. Documents concerning Cyrk, Inc. including but not limited to agreement(s), 
contract(s), correspondence, or memoranda. 

3. Documents concerning meeting(s) or communication(s) with Cyrk, Inc. 


4. Documents concerning any Cyrk, Inc. product(s) or service(s). 



5. 


Documents concerning Cyrk, Inc. constituting, discussing or referring to 
any invoices, purchase orders, return authorizations, or credit memoranda. 


6. Documents concerning Cyrk, Inc. regarding the supply or potential supply of 
any promotional products to Philip Morris, including but not limited to the 
Marlboro AdventureTeam, the Country Store I or the Country Store II 
promotions. 


7. All documents sent to by or received by Philip Morris from Cyrk, Inc. 


8. All documents concerning any procedure, including but not limited to any 
competitive bidding procedure, instituted by Philip Morris to select among 
any suppliers of any promotional merchandise or programs related to or 
involving Cyrk, Inc. 

9. All documents embodying or concerning any communications between 
Philip Morris and Montgomery Securities about Cyrk, Inc. 


Code: 


1996 - 001 - 003 - L 
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PHILIP MORRIS MANAGEMENT CORP. INTER-OFFICE MEMO 

120 PARK AVENUE, NEW YORK, N.Y. 10017-5592 


TO: Records Coordinators and Employees DATE: December 22, 1995 

Philip Morris Companies Inc. 

Philip Morris Incorporated 
Philip Morris Management Corp. 


FROM: William F. Lynch III 


RE: Records Disposal Suspension Notice 


As Records Coordinators and employees, it is your responsibility to see that 
all records are managed pursuant to the Records Management Policy. 

Requests for certain records, some of which are already subject to disposal 
suspension under the applicable Philip Morris Records Management Manual, 
were recently served. This notice will serve to place the records described in 
the attachment to this memorandum under disposal suspension, and extends to 
all such records whatever their media. Except for electronic records which must 
be preserved in original form pursuant to previously issued disposal 
suspension notices dated April 6,1994, April 21, 1994, May 4,1994 and July 28, 
1994, electronic mail and other electronic records, if any, should be retained by 
printing and retaining a paper copy only, in accordance with the usual retention 
practice for electronic records subject to each Records Management Manual’s 
Appendix entitled Topics Subject to Disposal Suspension. However, electronic 
records subject to disposal suspension that are incapable of being printed must 
continue to be maintained in electronic form. 

Records already subject to disposal suspension are listed in the Appendix 
entitled Topics Subject to Disposal Suspension in the applicable Records 
Management Manual and in prior records disposal suspension notices. Prior 
disposal suspension notices and the Appendix entitled Topics Subject to 
Disposal Suspension in the applicable Records Management Manual remain 
in effect without change. 

If there is any question about whether a record is subject to disposal 
suspension or regarding the appropriate means or media for retention, the 
record should be retained in its original media pending review by the Legal 
Department. 
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December 22, 1995 
Page Two 


Please retain a copy of this disposal suspension notice for your files and, as 
always, distribute this records disposal suspension notice to persons in the 
departments for which you have records management responsibility. If anyone 
receiving this disposal suspension notice has any questions, please contact me 
(New York x4019) in the Legal Department. 


WFL/wfl 

cc: T. Beane 
M. Bodine 
J. Chaump 
D. Crawford 
P. Dodd 
D. Keane 
H. Long 
M. Moore 
J. Mulderig 
A. Padoan 
S. Reich 
C. Wall 
R. Whidden 
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Attachment to December 22,1995 Disposal Suspension Notice 


All records for the period after January 1, 1993 that relate to the subjects 
described below are covered by this disposal suspension: 


1. Cyrk, Inc., or any of its predecessors, successors, subsidiaries, divisions, 
affiliates, joint ventures, partnerships, officers, directors, employees, or 
agents, including but not limited to attorneys and accountants, Patrick Brady, 
Gregory Shlopak, Joseph Bartlett, Michael Hsieh, Li & Fung, Ltd., Li Fung 
(B.V.I.) Limited, LF International, Inc., and Montgomery Securities. 

2. Documents concerning Cyrk, Inc. including but not limited to agreement(s), 
contract(s), correspondence, or memoranda. 

3. Documents concerning meeting(s) or communication(s) with Cyrk, Inc. 

4. Documents concerning any Cyrk, Inc. product(s) or service(s). 

5. Documents constituting, discussing or referring to any invoices, 
purchase orders, return authorizations, or credit memoranda. 

6. Documents concerning the supply or potential supply of any promotional 
products to Philip Morris, including but not limited to the Marboro Adventure 
Team, the Country Store I or the Country Store il promotions. 

7. All documents sent to by or received by Philip Morris from Cyrk, Inc. 

8. All documents concerning any procedure, including but not limited to any 
competitive bidding procedure, instituted by Philip Morris to select among 
any suppliers of any promotional merchandise or programs. 

9. All documents embodying or concerning any communications between 
Philip Morris and Montgomery Securities about Cyrk, Inc. 
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PHILIP MORRIS MANAGEMENT CORP. INTER-OFFICE MEMO 

120 PARK AVENUE. NEW YORK, N.Y. 10017-5592 


TO: Records Coordinators DATE: November 9,1995 

Philip Morris Companies Inc. 

Philip Morris Incorporated 
Philip Morris International 
Philip Morris Management Corp. 

FROM: William Lynch III 

RE: Records Disposal Suspension Notice 


As Records Coordinators, it is your responsibility to see that all records are managed 
pursuant to the Records Management Policy. 

Requests for certain records, all or most of which are already subject to disposal 
suspension under the applicable Philip Morris Records Management Manual, were recently 
served upon Philip Morris Incorporated. This notice will serve to place the records described in 
the attachment to this memorandum under disposal suspension, to the extent they are not 
already under suspension, and extends to all such records whatever their media. 

For purposes of this disposal suspension notice, the term “correspondence, 
"memoranda," "contracts," "articles," "papers," reports," "records," and "documents" as used in 
the attachment include all items of evidence in whatever form and by whatever means such 
correspondence, memoranda, contracts, records, or documents, their drafts, or their 
modifications may have been created or stored. Except for electronic records which must be 
preserved in original electronic form pursuant to previously issued disposal suspension notices 
dated April 6, 1994, April 21, 1994, May 4, 1994 and July 28, 1994, correspondence memoranda, 
contracts, records or documents in electrical, electronic, or magnetic form (such as tape 
recordings, cassettes, compact discs, or any information on any electronic or magnetic storage 
device, such as floppy diskettes, hard disks, backup tapes, CD-ROMS, optical discs, printer buffers 
smart cards, memory calculators, Bernoulli drives, or electronic notebooks), if any, should be 
retained by printing and retaining a paper copy only, in accordance with the usual retention 
practice for electronic records subject to each Records Management Manual's Appendix entitled 
Topics Subject' to Disposal Suspension. However, records in electrical, electronic or magnetic 
form subject to disposal suspension that are incapable of being printed must continue to be 
maintained in their original electrical, electronic or magnetic form. 

Records already subject to disposal suspension are listed in the Appendix entitled To pics 
Subject to Disposal Suspension in the applicable Records Management Manual and in prior 

N) 
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November 9, 1995 
Page Two 


records disposal suspension notices. Prior disposal suspension notices and the Appendix 
entitled Topics Subject to Disposal Suspension in the applicable Records Management Manual 
remain in effect without change. 

If there is any question about whether a record is subject to disposal suspension or 
regarding the appropriate means or media for retention, the record should be retained in its 
original media pending review by the Legal Department. 

Please retain a copy of this disposal suspension notice for your files and, as always, 
distribute this records disposal suspension notice to persons in the departments for which you 
have records management responsibility. If anyone receiving this disposal suspension notice 
has any questions, please contact me (New York x4019) in the Legal Department. 

Finally, if any recipient of this disposal suspension notice has records within the scope of 
the attachment, please telephone me immediately to let me know (even if you may have 
previously sent records described in the attachment to the Legal Department). 


WFL/csk 

cc T. Beane 
M. Bodine 
J. Chaump 
D. Crawford 
P. Dodd 
D. Keane 
H.Long 
J. Mayall 
M. Moore 
J. Mulderig 
A. Padoan 
L. Poliak 
S. Reich 
C. Wall 
R. Whidden 
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Attachment to November 9, 1995 Disposal Suspension Notice 

All records that relate to the subjects described below are covered by this disposal 
suspension: 


1. Healthy Buildings International, Inc., HBI USA, HBI Iberica, S.L., ACVA Atlantic, Inc. or 
any other predecessor or affiliated companies and their present or former employees 
including but not limited to Gray Robertson, Peter Binnie, Simon Turner, Richard 
Silberman, Jeffrey Seckler, Miles Price, Reginald Simmons, Gregory Wulchin, Nicole Miles, 
Anne Robertson, Brenda Groves, Susan Voccio and Dee Huss (collectively "HBI"); 

2. the relationship between Philip Morris or any other person or entity and HBI including but 
not limited to any grants, contracts, subcontracts or memoranda of understanding with or 
relating to HBI; 

3. communications of Philip Morris or any other person or entity with or relating to HBI 
including but not limited to correspondence, notes or memoranda; 

4. services rendered by HBI, directly or indirectly, to Philip Morris or any other person or 
entity including but not limited to reports or evaluations prepared by HBI; 

5. appearances in which HBI testified or spoke at the request, directly or indirectly, of Philip 
Morris or any other person or entity in federal, state or local government proceedings 
relating to environmental tobacco smoke or indoor air quality including but not limited to 
written testimony of HBI; 

6. magazines or other publications of HBI including but not limited to their funding, content 
or publication; 

7. payments or grants made to or. on behalf of HBI, directly or indirectly, by Philip Morris or 
any other person or entity including but not limited to checks, invoices, or billing 
statements; 

8. payment by Philip Morris or any other person or entity of legal fees or costs incurred by 
HBI, and 

8. current or threatened litigation involving HBI. 
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PHILIP MORRIS MANAGEMENT CORP. INTER-OFFICE MEMO 

120 PARK AVENUE, NEW YORK, N.Y. 10017-5592 


Records Coordinators DATE: August 2,1995 

Philip Morris Companies Inc. 

Philip Morris Incorporated 
Philip Morris Management Corp. 

William Lynch in 

Records Disposal Suspension Notice 

As Records Coordinators, it is your responsibility to see that all records are managed 
pursuant to the Records Management Policy. 

Litigation has been filed which requires us to retain certain records, all or most of which 
are already subject to disposal supsension under the applicable Records Management Manual. 
This notice will serve to place the records described in the attachment to this memorandum 
under disposal suspension, to the extent they are not already under suspension, and extends to 
all such records whatever their media. Except for electronic records which must be preserved in 
original electronic form pursuant to previously issued disposal suspension notices dated April 6, 
1994, April 21,1994, May 4,1994 and July 28,1994, electronic mail and other electronic records, if 
any, should be retained by printing and retaining a paper copy only, in accordance with the usual 
retention practice for electronic records subject to each Records Management Manual's Appendix 
entitled Topics Subject to Disposal Suspension. However, electronic records subject to disposal 
suspension that are incapable of being printed must continue to be maintained in electronic 
form. 


TO: 

FROM: 

RE: 


Records already subject to disposal suspension are listed in the Appendix entitled Topics 
Subject to Disposal Suspension in the applicable Records Management Manual and in prior 
records disposal suspension notices. Prior disposal suspension notices and the Appendix 
entitled Topics Subject to Disposal Suspension in the applicable Records Management Manual 
remain in effect without change. 

If there is any question about whether a record is. subject to disposal suspension or 
regarding the appropriate means or media for retention, the record should be retained in its 
original media pending review by the Legal Department. 
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August 2,1995 
Page Two 


Please retain a copy of this disposal suspension notice for your files and, as always, 
distribute this records disposal suspension notice to persons in the departments for which you 
have records management responsibility. If you have any questions related to this notice, please 
contact me (New York x4019) in the Legal Department. 

JJM:gr 

cc D. Keane 
; R. Whidden 
T. Beane 
J. Chaump 
D. Crawford 
P. Dodd 
H. Long 
M. Moore 
J. Mulderig 
A. Padoan 
C. Purcell 
S. Reich 
C. Wall 
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Attachment to August 2,1995 Disposal Suspension Notice 

The records covered by this disposal suspension notice are all records that relate to the 
subjects described below: 

1. cigarette filter fiber material, containing cellulose acetate, purchased from Hoechst 
Celanese Corporation, sometimes also known as cigarette filter tow. 
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PHILIP MORRIS MANAGEMENT CORP. INTER-OFFICE MEMO 

120 PARK AVENUE, NEW YORK, N.Y. 10017*5592 


TO: Records Coordinators DATE: June 28,1995 

Philip Morris Companies Inc. 

Philip Morris Incorporated 
Philip Morris Management Corp. 

FROM: William Lynch ID 

RE: Records Disposal Suspension Notice 


As Records Coordinators, it is your responsibility to see that all records are managed 
pursuant to the Records Management Policy. 

Requests for certain records, all or most of which are already subject to disposal 
suspension under the applicable Philip Morris Records Management Manual, were recently 
served in litigation pending against Philip Morris Incorporated, An order has been entered in 
the same litigation requiring that certain records be preserved. 

This notice will serve to place the records described in the attachment to this 
memorandum under disposal suspension, to the extent they are not already under suspension 
and extends to all such records whatever their media. Except for electronic records which mus 
be preserved in original electronic form pursuant to previously issued disposal suspension 
notices dated April 6, 1994, April 21,1994, May 4,1994 and July 28,1994, electronic mail and othei 
electronic records, if any, should be retained by printing and retaining a paper copy only, ir 
accordance with the usual retention practice for electronic records subject to each Records 
Management Manual's Appendix entitled Topics Subject to Disposal Suspension. However 
electronic records subject to disposal suspension that are incapable of being printed mus 
continue to be maintained in electronic form. 

Records already subject to disposal suspension are listed in the Appendix entitled Topic. 
Subject to Disposal Suspension in the applicable Records Management Manual and in prio 
records disposal suspension notices. Prior disposal suspension notices and the Appendr 
entitled Topics Subject to Disposal Suspension in the applicable Records Management Manua 
remain in effect without change. 

If there is any question about whether a record is subject to disposal 
regarding the appropriate means or media for retention, the record should be 
original media pending review by the Legal Department. 
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June 28,1995 
Page Two 


Please retain a copy of this disposal suspension notice for your files and, as always, 
distribute this records disposal suspension notice to persons in the departments for which you 
have records management responsibility. If you have any questions related to this notice, please 
contact me (New York x4019) in the Legal Department. 


JJM:gr 

cc D. Keane 

R. Whidden 
T. Beane 

J. Chaump 
D. Crawford 
P. Dodd 
H. Long 
M. Moore 
J. Mulderig 
A. Padone 
C. Purcell 

S. Reich 
C. Wall 
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Attachment to June 28, 1995 Disposal Suspension Notice 1 


The records covered by this disposal suspension notice are all records that relate to the 
subjects described below which were created, written or generated before March 30,1994: 

1. Sales figures for cigarettes manufactured and sold in the United States for the tobacco 
industry or any tobacco company including but not limited to Philip Morris 
Incorporated. 

2. Health care and/or health insurance costs associated with tobacco, cigarette smoking 
or ETS exposure. 

3. Profit margins for cigarettes manufactured and sold in the United States for any 
brands of cigarettes or any tobacco company including but not limited to Philip 
Morris Incorporated. 

4. Market share information for cigarettes manufactured and sold in the United States 
for any brands of cigarettes or any tobacco company including but not limited tc 
Philip Morris Incorporated. 

5. Cigarette sales taxes and other economic benefits to society provided by tobacco 
cigarettes or the tobacco industry. 

6. Communications with any governmental agency, any tobacco company (including 
but not limited to Philip Morris Incorporated), the Tobacco Institute or the Counci 
for Tobacco Research relating to antitrust issues affecting the tobacco industry or am 
tobacco company including any antitrust decrees. 

7. Document destruction policies of Philip Morris Incorporated. 

8. Any decision or discussions of Philip Morris Incorporated, or its corporate affiliates 
to cease shipping cigarettes to and/or cease the marketing of cigarettes in Canada. 
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PHILIP MORRIS MANAGEMENT CORP. INTER-OFFICE MEMO 

120 PARK AVENUE, NEW YORK, N.Y. 10017-5592 


TO: 


FROM: 

RE: 


Records Coordinators DATE: June 15,1995 

Philip Morris Companies Inc. 

Philip Morris Incorporated 
Philip Morris Management Corp. 



Records Disposal Suspension Notice 


As Records Coordinators, it is your responsibility to see that all records are 
managed pursuant to the Records Management Policy. 

This notice will serve to place the records described in the attachment to this 
memorandum under disposal suspension, to the extent they are not already under 
suspension, and extends to all such records regardless of their media. Except for 
electronic records which must be preserved in original electronic form pursuant to 
previously issued disposal suspension notices dated April 6, 1994, April 21, 1994, 
May 4, 1994 and July 28, 1994, electronic mail and other electronic records, if any, 
should be retained by printing and retaining a paper copy only, in accordance with 
the usual retention practice for electronic records subject to each Records 
Management Manual's Appendix entitled Topics Subject to Disposal Suspension. 
However, electronic records subject to disposal suspension that are incapable of 
being printed must continue to be maintained in electronic form. 

Records already subject to disposal suspension are listed in the Appendix 
entitled Topics Subject to Disposal Suspension in the applicable Records 
Management Manual and in prior records disposal suspension notices. Prior 
disposal suspension notices and the Appendix entitled Topics Subject to Disposal 
Suspension in the applicable Records Management Manual remain in effect 
without change. 

If there is any question about whether a record is subject to disposal 
suspension or regarding the appropriate means or media for retention, the record 
should be retained in its original media pending review by the Legal Department. 

Please retain a copy of this disposal suspension notice for your files 
and, as always, distribute this records disposal suspension notice to persons in the 
departments for which you have records management responsibility. If you have 
any questions related to this notice, please contact John Mulderig (New York x3056) 
in the Legal Department. 
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June 15,1995 
Page Two 

Attachment to Disposal Suspension Notice 


The records covered by this disposal suspension notice are all records 
that relate to the subjects described below: 

1. the recall of cigarette packings announced on May 26,1995. 

2. Triacetin Plasticizer purchased from Hoechst Celanese 

Corporation. 

3. the distribution of cigarettes manufactured at Cabarrus, North 
Carolina; Louisville, Kentucky, and the Manufacturing Center in Richmond, 
Virginia, during the month of May 1995. 

4. the handling and storage of cigarette packings returned pursuant 
to the recall announced on May 26, 1995. 

5. Methyl Isothiocyanate, sometimes also known as "MITC." 

CRW:gr 
cc D. Keane 

R. Whidden 
T. Beane 

J. Chaump 
D. Crawford 
P. Dodd 
H. Long 
M. Moore 
A. Padone 

S. Reich 
C. WaU 
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PHILIP MORRIS COMPANIES INC. INTER-OFFICE CORRESPONDENCE 

120 PARK AVENUE, NEW YORK, N.Y. 10017 

PRIVILEGED AND CONFIDENTIAL 

TO: DISTRIBUTION DATE: September 15,1994 

FROM: Charles R. Wall 

RE: Records Disposal Suspension Notice 


We have received a request for certain records, some of which are 
already subject to disposal suspension under the Philip Morris Records 
Management Program. (Documents subject to disposal suspension are listed 
in Appendix A to the Records Management Procedures Manual and prior 
records disposal suspension notices). This notice will serve to place the 
records described in the attachment to this memo under disposal suspension, 
if not already under suspension. Prior disposal suspension notices and the 
Appendix entitled Topics Subject to Disposal Suspension in each Records 
Management Procedures Manual remain in effect without change. 

If there is any question about whether a record is subject to disoposal 
suspension, the record should be retained pending review by the Legal 
Department. 

As always, please distribute this disposal suspension notice throughout 
the departments for which you are responsible. If you have any question 
related to this notice, please contact Clare Purcell (Richmond x3656) or John 
Mulderig (New York x3056) in the Legal Department. 

If any recipient of this disposal suspension notice has records within 
the scope of the categories listed in the attachment which have not already 
been provided to the Legal Department, please telephone either Ms. Purcell or 
Mr. Mulderig to let them know. 
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Re: Records Disposal Suspension Notice 
From: Charles R. Wall 
September 15,1994 
Page Two 


DISTRIBUTION: 

C. Alverson 

G. Baco 

U. Beechen 
T. Borelli 
J. Brana 
P. Broeck 

T. Brown 
W. Burrell 

H. Bumiey 
S. Carlson 

U. Crettaz 

D. Davies 
J. Dillard 
M. Egawa 
S. Fisher 
J. Fung 

C Goddard 
A. Gonzalez 
J. Goodhart 
D. Greenberg 
D. Harris 

R. Hodgson 

S. Imai 

P. Inmann 
D. Keane 

T. Larcara 
T. Lattanzio 
D. Laufer 
CLeiber 

J. Lemperes 
M. Logue 


D. Lowder 

L. McAlpin 
R. McMath 

R. Meier 
A. Morelli 

A. Okoniewski 
F. Otero 

M. Paluszek 

S. Parrish 

J. Pontarelli 
J. Poole 

S. Portnoy 
M. Pottorff 
J. Puotila 
C. Purceil 

L. Pressl 
A. Regina 
H. Reif 

M. Ritter 
J. Roberts 

H. van Roode 
J. Sullivan 
M. Transon 
H. Turner 

T. Walls 

A. Wininger 
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Re: Records Disposal Suspension Notice 
From: Charles R. Wall 
September 15,1994 
Page Three 


ATTACHMENT 


1. Any correspondence or other records received by Philip Morris from or sent 
by Philip Morris to Healthy Buildings International, Inc, ACVA Atlantic, Inc. 
or any other predecessor company (collectively "HBI"); 

2. any documents describing Philip Morris's relationship with HBI; 

3. any documents reflecting payments made directly or indirectly by Philip 
Morris to HBI; 

4. any documents reflecting services rendered directly or indirectly to Philip 
Morris by HBI; and 

5. any documents reflecting or relating to any appearance in which HBI testified 
at the request, directly or indirectly, of Philip Morris in opposition to a 
federal, state, or local law proposing controls on environmental tobacco 
smoke including but not limited to any written testimony submitted by HBI. 
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212 907 5317 
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PHILIP VORKTS rnMPA NTES INC _INTER-OFFICE CORRESPONDENCE 

120 PABK AVENUE NEW YORK, N.Y. 10017 

TO: RECORDS COORDINATORS : DATE: September 1,1994 

PHILIP MORRIS COMPANIES INC., 

PHILIP MORRIS INCORPORATED, 

PHILIP MORRIS INTERNATIONAL 
and PHILIP MORRIS MANAGEMENT 
CORPORATION 

FROM: Oarfei-^Wail 

RE: Document Disposal Suspension Notice 

As Records Coordinator for your department, it Is your responsibility to see 
that all records are managed pursuant to the Company's Records Retention Policy. 

This memo is meant to become a part of that policy. 

As you know, on March. 24, 1994, Philip Morris Companies Inc. and Philip 
Moms-U.S.A filed a libel lawsuit against American Broadcasting Companies Inc. 
for false and defamatory statements made on ABC's Day One show and othe r news 
programs. ABC has now served on the companies requests for certain records, all or 
most of which are already subject to disposal suspension under the Philip Moms 
Records Management Program and prior disposal suspension notices. This no t i ce 
will serve to place the records described in the attachment to this memo un d er 
disposal suspension, if not already under suspension. Prior disposal suspension 
notices and the Appendix entitled Topics Subject to Disposal Suspension in each 
Records Management Manual remain in effect without change. 

Philip Morris International should specifically note that, in addition to • 
records already subject to suspension under prior suspension notices or the 
Appendix entitled Topics Subject to Disposal Suspension, records relating to toba cco 
products intended for sale both inside and outside the United States are subject to 
suspension. 

If there is any question about whether a record is subject to this or other 
disposal suspension notices, the record should be retained pending review by the 
Lega; Department. 

As always, please distribute this disposal suspension notice throughout the 
departments for which you are responsible. If you have any question related to this 
notice, please contact Clare Purcell (Richmond x36?6) or John Mulderig (New York 
>3056: ir. the Legal Department. 
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Attachment to: Charles-R. Wall's Memo 


September 1,1994 
to Records Coordinators 


1- Any documents relating to a) reconstitution of tobacco, b) denatured alcohol 
and c) tobacco extracts. 


1 Any documents relating to the nicotine content, yield or delivery of: a) 
tobacco: Vnobacco products (cigarettes, filler, paper. Miters, flavorings, 
expanded tobacco, etc; and, c) cigarette smoke. 

2. Ar.y documents relating to actions cr efforts considered or taken by Philip 
Morris to prevent, limit or otherwise affect the public release of information 
concerning processes for the reconstitution of tobacco or use of denatured 
alcohol, flavorings, tobacco extract, super-critical extract, nicotine salt, 
nicotine suifate, nicotine alkaloid, and any nicotine-containing substance, 
used in cigarette making. 

4. Any communications (or documents relating to communications; between 
Philip Morris ar.d American Broadcasting Companies or its employees. 


Any documents relating to (a) Philip Morris senior management "Action 
Team" meetings, beginning in February 1994, or (b) any "open approach" to 
the public or news media begun by Philip Morris In 1994. 


5 Any documents relating to (a) any American Broadcasting Companies 
investigation, broadcast or reporting regarding to b acc o , cigarettes, nicotine or 
cigarette-smoking, or (b) any other print or broadcast m ed ia investigation or 
coverage regarding Philip Morris or the tobacco industry. . 

7. Any public statements or releases by Philip Morris relating to or describing (a) 

the reconstituted tobacco process, fb) the use of alcohol denatured with ^ 
nicotine, or ic) the use of any tobacco extract, super-critical extract, nicotine 
salt, nicotine salt, nicotine suifate, nicotine alkaloid, flavorings or flavor ® 
packages. ft 

o 

8. Any documents prepared on or after January 1, 1992, relating to 
communications about Phiitp Morris's past, present or future stock price or 
value. 


9. Any documents prepared on or after January 1, 1992, relating to actual or 
projected Philip Moms cigarette sales, revenues, income or earnings. 


Aav document; relating 

0 W 

Broadcasting Companies, 

to sue, cr z) the case itself. 


to: a) whether Philip Morris would sue American 
its employees or others; b)Philip Morris's decision 
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PHILIP MORRIS MANAGEMENT CORF. _ inter-office correspondence 

" 120 PARK AVENUE NEW YORK, NY 10017-5592 


TO: Distribution DATE: August 8,1994 

FROM: Clare C. Purcell £C f !& ^ 

RE: Disposal Supervision 


Due to a recent inquiry from the U.S. Department of Justice, the following categories of 
records must not be destroyed: 

All documents: 

1) relating to actual or potential benefits of promoting a product at the scorer's table at 
Madison Square Garden (MSG); 

2) relating to the actual or potential television exposure of products through the placement 
of a product logo or trade name display at an NBA game; 

3) that reflect the amounts paid by Philip Morris to MSG or Dorna in connection with the 
scorer's table display at MSG during the 1992-1993 and 1993-1994 NBA season. 

If you have any questions related to this notice please contact Clare Purcell (Richmond 
X3656) or Denise Keane (X3076) in the Legal Department. 

Distribution: 

R. Camisa 
G. Capreol 

W. Lynch (Records Coorindator for Marketing & Accouting) 

J. Maggio 
J. Morgan 

cc: D. Keane, Esq. 

V. Murphy, Esq. 

S. Parrish, Esq. 
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PHILIP MORRI S COMPANIES INC. 


INTER-OFFICE CORRESPONDFNrF 
120 PARK AVENUE, NEW YORK, N.Y. 10017 


TO: RECORDS COORDINATORS AND DATE: July 28,1994 

INFORMATION SYSTEMS DEPT5.: 

PHILIP MORRIS COMPANIES INC., 

PHILIP MORRIS INCORPORATED, 

PHILIP MORRIS INTERNATIONAL 
and PHILIP MORRIS MANAGEMENT 
CORPORATION 

FROM: Charies R. Wall 

RE: Modification of Mav 4, 1994 Document Disposal Suspension Notice 

Requiring Retention of Electronic Mail and Other Electronic Records in 
Their Orieinai Electronic Media 

On May 4, 1994, the attached document disposal suspension notice 
("suspension notice") was issued as a result of a court order in pending litigation. 
The suspension notice required, among other things, that electronic mail and other 
electronic media be retained in their original electronic form for the categories of 
records described in the suspension notice. 

The court order requiring the retention of electronic media has been modified 
by iimiting the obligation to retain electronic records subject to the suspension 
notice to those written or generated on or before March 29,1994. Effective on receipt 
of this memorandum, the procedure specified in the suspension notice for retaining 
electronic mail and other electronic records in their original electronic form may be 
discontinued prospectively for those electronic records capable of being printed. 
From receipt of this memorandum onward, electronic mail and other electronic 
records, if any, should now be retained, by printing and retaining a paper copy 
only, in accordance with the usual retention practice for electronic records subject 
to each Records Management Manual's Appendix entitled Topics Subject to 
Disposal Suspension. However, electronic records subject to disposal suspension 
that are incapable of being printed must continue to be maintained in electronic 
form. 

Except as modified in this memorandum, prior document suspension notices 
and the Appendix entitled Topics Subject to Disposal Suspension in each Records 
Management Manual remain in effect without change. 
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To: Records Coordinators and Information Systems Depts. 

From: Charles R. Wall 
July 28,1994 
Page Two 


As always, please distribute this memorandum throughout the Departments 
for which you are responsible. If there is any question about whether a record is 
subject to this memorandum or other suspension notices, the record should be 
retained pending review by the Legal Department. Questions about this 
memorandum should be addressed to Clare Purcell (Richmond x3656) or John 
Mulderig (New York x3056) in the Legal Department. 
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PHILIP MORRIS COMPANIES INC. 


INTER-OFFICE CORRESPONDENCE 
120 PARK AVENUE, NEW YORK, N.Y. 10017 


TO: RECORDS COORDINATORS AND DATE: May 4, 1994 

INFORMATION SYSTEMS DEPTS^i 
PHILIP MORRIS COMPANIES INC., 

PHILIP MORRIS INCORPORATED, 

PHILIP MORRIS INTERNATIONAL 
and PHILIP MORRIS MANAGEMENT 
CORPORATION 

FROM: Charles R. Wall 

RE: Document Disposal Suspe nsion Notice 


As previously advised, litigation has been filed which requires us to retain 
certain records, most or ail of which are already subject to disposal suspension under 
the Philip Morris Records Management Program. (Documents subject to disposal 
suspension are identified in the Appendix entitled “Topics Subject to Disposal 
Suspension" to the Records Management Manual and in prior disposal suspension 
notices). The two most recent disposal suspension notices dealt with retaining in their 
original form-regardless of the medium, including electronic mail- documents relating 
to (1) the manufacturing, testing and composition o f tobacco, tobacco products, paper, 
filter or anv other material contained in. relatin g to or used in the.manufacture. testing 
and composition of tobacco products or (2) the nicotine content of tobacco, tobacsfl. 
products (cigarettes, filler, reconstituted tobacco, e xpanded tobacco, etc.1 and cigarette 

smoKe.. 

Philip Morris International should retain records relating to (1) and (2) above 
only as they relate to tobacco products intended for sale in the United States. This 
limitation does not apply, however, to records subject to the Appendix entitled “Topics 
Subject to Disposal Suspension." 

This notice is a reminder that E-Mail and other electronic documents in the 
categories referred to above must be retained. Although the usual retention practice 
for electronic records subject to the Appendix entitled.“Topics Subject to Disposal 
Suspension" has been to print and retain a paper copy, pleas? ensure tft.aLa COPY is 
also retained in electronic form . Retain “on line" all E-Mail messages that fall within 
the above categories. If you have any questions about how to retain E-Mail 
electronically, please consult your information Systems Department. 
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The Appendix entitled “Topics Subject to Disposal Suspension" in each records 
manual remains in effect without change. If there is any question about whether a 
record is subject to this or other disposal suspension notices, the records should be 
retained, pending review by your legal department. Questions should be addressed 
as follows: 


Philip Morris Companies Inc. and 
Philip Morris Management Corp. 

Philip Morris International 

Rye Brook Headquarters 
and Latin America Region 

Asia and Japan Regions 

Australia Region 

EEC and EEMA Regions 

Philip Morris USA 


- Roger Whidden (212-880-3635) 

Ken Schoenhoiz (914-335-1656) 

Tim Undon (852-825-1682) 
Ronniet Miiliken (61-3-556-0247) 
Andy Reiman (41-21-618-6275) 
Clare Purcell (804-274-3656) 
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PHILIP MORRIS COMPANIES INC. 


TMTF'R-OFFICE CORRESPONDENCE 
120 PARK AVENUE, NEW YORK, N.Y. 10017 


TO: RECORDS COORDINATORS : DATE: June 30,1994 

PHILIP MORRIS COMPANIES INC., 

PHILIP MORRIS INCORPORATED, 

PHILIP MORRIS INTERNATIONAL 
and PHILIP MORRIS MANAGEMENT 
CORPORATION 

FROM: Charles R. Wall 

RE: Document Disposal Suspension Notice 

We have received a document request that calls for certain records, most of 
which are already subject to disposal suspension under the Philip Morris Records 
Management Program and prior disposal suspension notices. This notice will serve 
to place the records described in the attachment to this memo under disposal 
suspension. Prior disposal suspension notices and the Appendix entitled Topics 
Subject to Disposal Suspension in each Records Management Manual remain in 
effect without change. 

If there is any question about whether a record is subject to this or other 
disposal suspension notices, the record should be retained pending review by the 
Legal Department. Questions should be addressed to John Mulderig (New York 
x3056) in the Legal Department. 

Crftf: 
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Attachment to 
Charles R. Wall's 
June 30,1994 

Memo to Records Coordinators 


1. Any joint legal representation or joint legal defense agreement between Philip 
Morris and any third party relating to fire-safe or self-extinguishing 
cigarettes. 

2. Any documents reflecting persons retained by Philip Morris to advertise 
cigarettes to whom information about the ignition propensity of any cigarette 
was provided between 1980 and the present. 
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PHILIP MORRIS COMPANIES INC. 


INTER-OFFICE CORRESPONDENCE 
120 PARK AVENUE, NEW YORK, N.Y. 10017 


TO: 

RECORDS COORDINATORS AND 
INFORMATION .SYSTEMS DEPTS.: 

PHIUP MORRIS COMPANIES INC., 

PHILIP MORRIS INCORPORATED, 

PHIUP MORRIS INTERNATIONAL 
and PHIUP MORRIS MANAGEMENT 
CORPORATION 

DATE: May 4, 1994 

FROM: 

Charles R. Wall 


RE: 

Document_Dispos3l Suspension Notice 



As previously advised, litigation has been filed which requires us to retain 
certain records, most or all of which are already subject to disposal suspension under 
the Philip Morris Records Management Program. (Documents subject to disposal 
suspension are identified in the Appendix entitled “Topics Subject to Disposal 
Suspension" to the Records Management Manual and in prior disposal suspension 
notices). The two most recent disposal suspension notices dealt with retaining in their 
original form-regardless of the medium, including electronic mail- documents relating 
to (1) the manufacturing, testing an d composition of tobacco, tobacco products, paper. 
filter or anv other mate rial contained in. relating to or used in the manufacture, testing 
and composition Pf tPbawSLPIP d U fit S or (2) the nicotine content of tobacco, tobacco 
DJSductsJcigarettes. filler, reconstituted tobacco, expanded tobacco, etc.) and cigarette 
smoke . 

Philip Morris International should retain records relating to (1) and (2) above 
only as they relate to tobacco products intended for sate in the United States . This 
limitation does not apply, however, to records subject to the Appendix entitled “Topics 
Subject to Disposal Suspension." 

This notice is a reminder that E-Mail and other electronic documents in the 
categories referred to above must be retained. Although the usual retention practice 
for electronic records subject to the Appendix entitled/Topics Subject to Disposal 
Suspension" has been to print and retain a paper copy, please ensure that a copy is 
also retained in electronic form . Retain “on line" all E-Mail messages that fall within 
the above categories. If you have any questions about how to retain E-Mail 
electronically, please consult your Information Systems Department. 
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May 3, 1994 
Page 2 


The Appendix entitled “Topics Subject to Disposal Suspension" in each records 
manual remains in effect without change. If there is any question about whether a 
record is subject to this or other disposal suspension notices, the records should be 
retained, pending review by your legal department. Questions should be addressed 
as follows: 

Philip Morris Companies Inc. and - Roger Whidden (212-880-3635) 

Philip Morris Management Corp. 

Philip Morris International 

Rye Brook Headquarters Ken Schoenholz (914-335-1656) 

and Latin Amenca Region 

Asia and Japan Regions Tim Undon (852-825-1682) 

Australia Region Ronniet Milliken (61-3-556-0247) 

EEC and EEMA Regions Andy Reiman (41-21-618-6275) 

Philip Morris USA Clare Purcell (804-274-3656) 
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' PHILIP MORRIS COMPANIES INC _ INTER-OFFICE CORRESPONDENCE 

120 PARK AVENUE, NEW YORK, N.Y. 10017 

TO: RECORDS COORDINATORS AND DATE: April 21,1994 

INFORMATION SYSTEMS PEPTS.: 

PHILIP MORRIS COMPANIES INC., 

PHILIP MORRIS INCORPORATED, 

PHILIP MORRIS INTERNATIONAL 
and PHILIP MORRIS MANAGEMENT 
CORPORATION 

FROM: ‘ Charles R. Wall 

RE: Document Disposal Suspension Notice 

Litigation has been filed which requires us to retain certain records, 
many, if not all, of which are already subject to Disposal Suspension under 
the Philip Morris Records Management Program. Please make sure that 
disposal of all records, regardless of the media, relating to the manufacturing, 
testing and composition of tobacco, tobacco products, paper, filter or any 
other material contained in. relating to or used in the manufacture, testing 
and composition of tobacco products is suspended. These records should be 
maintained in the forms and media in which they were originally created. 

This notice also continues the suspension of the recycling of computer, 
voicemail, or other electronic backup tapes which may contain records 
subject to this notice or subject to prior suspension notices, including the 
Appendix to the Records Management Manual titled Topics Subject to 
Disposal Suspension. 

If there is any question about whether a record is subject to this or any 
other suspension notices, the record should be retained, pending 
consideration of your legal department. 

Within the next ten days a comprehensive notice will be sent replacing 
prior Document Disposal Suspension Notices. That notice will set forth all 
records which must be retained because of the-litigation. The notice will also 
address ways in which the financial burdens of retaining all forms of 
electronic and computer records can be alleviated. > 
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PHILIP MORRIS COMPANIES INC. _ INTER-OFFICE CORRESPONDENCE 

120 PARK AVENUE, NEW YORK, N.Y. 10017 

TO: RECORDS COORDINATORS : ' DATE: April 6, 1994 

PHILIP MORRIS COMPANIES INC., 

PHILIP MORRIS INCORPORATED, 

PHILIP MORRIS INTERNATIONAL 
and PHILIP MORRIS MANAGEMENT 
CORPORATION 


FROM: Charles R. Wall 


RE: Document Disposal Suspension Notice 

Litigation has been filed which requires us to retain certain records, 
many, if not all, of which are already subject to Disposal Suspension under 
the Philip Morris Records Management Program. (Documents subject to 
Disposal Suspension are listed in Appendix A to the Records Management 
Manual). If you have not already done so, please make certain that disposal 
of all records relating to the nicotine content of tobacco, tobacco products 
(cigarettes, filler, reconstituted tobacco, expanded tobacco, etc.) and cigarette 
smoke is suspended. 

All records and other materials concerning these topics should be 
retained, regardless of media or type, whether in paper, electronic or other 
form and including, but not limited to, drafts, copies, handwritten notes, 
message slips, raw data, electronic data compilation, E-mail, and diaries. In 
addition, the recycling of computer backup tapes that contain any such 
information also should be suspended. 

Please make certain you share this information with all those for whose 
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PHILIP MORRIS MANAGEMENT CORP. inter-office correspondence 

' 120 PARK AVENUE NEW YORK, NY 10017-5592 


TO: 

Distribution 

FROM: 

Steven C. Parrish 

RE: 

Notice of Disposal Suspension 


DATE: February 16,1994 


We have received a document request that calls for certain records, most 
of which are already subject to Disposal Suspension under the Philip 
Morris Records Management Program. (Documents subject to Disposal 
Suspension are listed in Appendix A to the Records Management 
Manual.) To allow us to comply with the document request, disposal of 
all records relating to the following should be suspended: 

1. Actual or proposed agreements, or any meetings, 
discussions, or communications between Philip Morris 
and other tobacco companies concerning: 

(a) the manufacture of cigarettes, 

(b) the sale of cigarettes, 

(c) the pricing of cigarettes (including rebates and 
discounts), 

(d) research and development of cigarettes, 
including limitations or restrictions on research 
and development, or 

(e) product innovation, including limitations or 
restrictions on product innovation. 

2. Weekly, monthly, semi-annual, or annual reports 
concerning the research and development of cigarettes. 

3. The manufacture, sale, or research and development of fire 
safe, self extinguishing or reduced ignition propensity 
cigarettes. 

4. The Technical Study Group on Cigarettes and Little Cigar 
Fire Safety (a group created by the Cigarette Safety Act of 
1984 to oversee studies on the ignition propensity of 
cigarettes) and its successor, the Technical Advisory Group 
(created by the Fire Safe Cigarette Act of 1990). 
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Memorandum to Distribution 
Page Two 
February 16,1994 


5. Any proposal or attempt by Philip Morris to avoid or limit 
the production of documents in response to a document 
request or a governmental demand for documents. 

6. Agreements or proposed agreements with Philip Morris 
employees or former employees prohibiting the disclosure 
of information concerning cigarettes, including 
confidentiality agreements. 

7. Policies concerning the retention or destruction of 
documents. 


Please circulate this memorandum to your organizations through the 
Director level and to anyone else you believe appropriate. If you have 
any questions, let me know. 
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Steven C Parrish 



Distribution to: 


W. Campbell 
S. Darrah 
K. Houghton 
F. Laux 
J. Morgan 
J. Nelson 
H. Steele 
M. Szymanczyk 
L Wexler 

M. Barrington 
C Cardch 

J. Gilbert 
C Glenn 
D. Keane 

K. Mulligan 
V. Murphy 
K. Osborne 
C Purcell 

J. Schardt 

C McDonald 
L Cummings 


cc C Wall 
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